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ePay Quick Reference Guide

First Time Self-Service Login Instructions

First Time Self-Service Login ONLY:
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10.
11.

12.
13.

Open Internet Browser (For Example: Internet Explorer)
Type the secure self-service web address in Address Box
. https://phrstrapd.spo.state.de.us/
Press Enter or Click Go
Enter User ID (User ID = 6 digit Employee ID number )
Enter Default Password in Password box = de$mmdd####
de = de (for Delaware) $ = $ (Dollar Sign Symbol on Keyboard)
mm = your birth month (Example: 04 for April birth month)
dd = your birth day (Example: 26 for the 26" day of birth month)
### = last 4 digits of your Social Security Number
Click Sign In
¢ You willimmediately be prompted to change your password.
Click Change Password.
Enter current Password = de$mmdd#### (See Step 5)
Create and Enter a new strong Unique Personal Password
e The strong unique password you create must be at least 8 characters long
and include alpha characters and at least 1 number and 1 special
character
Enter your new strong Unique Personal Password again
Click Change Password
e Message will appear: “Your password has been changed”
Click OK
Click Employee Self Service (Step C) or Click Sign Out

Steps to set up “Forgot your Password”:

Forgot your Password can only be used within the State of Delaware system.

Once setup, Forgot your Password will send email notification with new
password to the Primary Email Account.

1. Click My System Profile
e  General Profile Information window opens

2. Click Edit Email Addresses and enter one or more email addresses

3. Click Primary Email Account box
e Primary Email Account can be changed any time
4. Select Email Type
5. Enter your Email Address in box
6. Click OK
e Returns you to General Profile Information window
7. Click Change or set up forgotten password help
8. Select Question from drop down menu
9. Type the answer to your selected question in the Response box
10. Click OK
e Returns you to General Profile Information window
. Click Save
12. Click Employee Self Service (Step C) or Click Sign Out
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Seli-Service Login After Changing Default Password

View Paycheck

Compy e PRATES ePay Self-Service Login:
Aote of Delowwnre Py Do Duste ]
L RARS Py Lowd Dvee NG J
‘ ' :....‘. ":_ x . 1. Open Internet Browser (For Example: Internet
2 y Sacsot Explorer)
oot | 2. Type the secure self-service web address in
085S P i Address Box.
Fongdeywe €1 Py (- oy Lot of Ot gwenre
PP, Depsmare e https://phrstrapd.spo.state.de.us/
FOLy 3. Press Enter or Click Go
Py e 1,407 92 Sowosk 4. Enter User ID (User ID = 6-digit Employee ID
it ] number )
[T —— OF Marmad Saamse:  Mviea, joind retur 5. Enter your strong Unique Personal Password
[P ——— 4 Ao aen e ‘ in Password box
Pt AAA Percom O AR P cont ) 6 C“Ck Slgn In
ol 240 Avswmmd L] 4 AR Msina ] . .
7. Click Employee Self Service
o Grons Rarnnwgs  Tod 52 Taxalde Groas Totdd Taxen ol Dechactioen My 8 CIICk Payro” and Compensatlon
oot 0T 1,360 20 164 74 109 0% 1184 18 9. Click View Paycheck
= e ok — — = e The page displays the most current pay data
I (T
Dersctpthm Yo [P H— ‘"_:"' Descrpmmn s A"_::"‘ View Prior Paychecks:
NeQgut® Mo 1911 LRAR ¥ a5 4 FasWinvidierg S0 1440
e SO 1. Click View a Different Payment, on the current
t oy ME0 1044 pay data page
2. Click Pay Period End Date for the pay data to
Tetat 7500 LAY STS168  Toaw s view

e The page displays selected pay data

e Taox Dodoctiorn |
Dedcription Avveand ".::: Desctipton RBavvsat ‘"':t; Descrgtion Arvand ‘”.:ll;
Medcal bt 132 180 Wt 10 J84 Wedeu v 1O70 %5
e S s e . Login Issues?
Contact the Employee Self-Service
o e L ] U e Call Center toll-free at (866)751-7833
et Poy Dttt |

Paymert Tyype Paychech Nambat Accomt Type Poncard

' Need More Information?

For ePay Information, Employee
View Paycheck Brirer Frienl Announcements, Employee Messages
and User Account Assistance, visit the
Employee Communications web site:
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